
WebTime Entry Supervisor’s Guide for Approval Process 

Step-by-Step Instructions for Supervisors Approving Electronic Timesheets 

 

 

1. With WebTime Entry, supervisors will be able to approve their employees’ time electronically.  To 

access employee timesheet records, log into WebAdvisor. From the employee menu, select Time 

Approval (for supervisors) as shown below.   

 

 

2. By clicking on this link, the next screen will display all the employees who report to this supervisor.  

If a supervisor has multiple people reporting to them, they can select the Review Entry Box for one 

employee or for multiple employees.  Checking multiple employees will enable the supervisor to 

review and approve each employee’s timesheet sequentially which saves time.    Once the desired 

employees are selected, click on the SUBMIT button. 

 



3. If a supervisor has previously approved some of their employees’ timesheets and returns later to the 

Time Approval (for supervisors) screen to review and complete additional timesheets, the 

timesheets that had been previously approved will show the Approve Box on the left already 

marked.  No further review is necessary for this timesheet. 

 

4. During the approval process, each timesheet will be available for the supervisor to approve/reject.  

Once a timesheet is approved/rejected by the supervisor, the next employee’s timesheet will appear 

for approval/rejection until all of the timesheets that had been marked have been reviewed.  

Example A shows an employee who uses a Summary TimeSheet.  It shows the total hours worked 

each day.  In/Out data is not available. 

 

Example A

  



 

Example B show an employee who uses a Detailed TimeSheet which required them to enter their start 

and end times for each shift they worked.  However, the initial screen shows only the total hours 

worked each day. The supervisor can review the detailed data by checking the box as shown below and 

then SUBMIT.  Example C then shows the actual In/Out data.  

Example B

  

 

Example C 

 



 

5. When the statement “Employee has electronically signed the time entry as complete” shows a Yes 

next to it, this indicates the employee has completed their timesheet and it is ready for the 

supervisor to approve.  At this time, the supervisor can approve the sheet by changing the 

Supervisor Decision Box to approve.  See below.   

 

 

 

After selecting Approve in the Supervisor Decision Box, the supervisor can type in Time Card Approved 

to the Enter E-mail Subject Box.  An email will be sent to the employee advising them of this approval.   

 

 

 

 



6. If the supervisor wants to add any additional comments, they can do so in the Supervisor Comments 

Box which will be included in the e-mail.  Below is shown an example of a supervisor rejecting their 

employee’s timesheet. 

 

 

If it is necessary to reject a timesheet and return it to the employee for correction, the Supervisor 

Decision box would be used to advise the employee.  The screen shot above shows the timesheet being 

rejected and will be returned to the employee for clarification.  The employee will receive an e-mail 

advising them that their timesheet was rejected and needs to be reviewed and resubmitted for payroll 

processing within the required timeframe.  This must occur during the timeframe that the employee is 

able to make entries to their timesheet.  If a timesheet is not finalized and approved by the supervisor, 

the employee will not be included when payroll is run and will not be paid. 

If a Supervisor is reviewing an employee’s timesheet after this timeframe, then the Supervisor should 

instead make the modifications to the timesheet, use the Supervisor Comments box to indicate the 

changes made and then approve the timesheet for processing.  This will enable the employee’s time to 

be processed through payroll correctly while also notifying the employee that a change has been made 

to the timesheet. 

 

7. Once a supervisor has processed the timesheets selected for review, the following screen will 

appear.  The timesheets will be processed in Payroll.   

 

 



8. Supervisor approval can be made on any device which has an internet connection and access to the 

college’s website.  Each person’s position has a primary and alternate supervisor assigned to it.  In 

the event the primary supervisor is unable to approve an employee’s timesheet, the alternate 

supervisor will need to go into the system and approve the timesheets on behalf of the primary 

supervisor.  To access the primary supervisor’s employee group, the alternate supervisor must select 

the Time Approval (for supervisors) as shown below.   

 

The alternate supervisor will see the list of their employees (if they have employees directly 

reporting to them).  At the bottom of the screen, the alternate supervisor can click on the down 

arrow to select the primary supervisor for whom they will be approving time.   Then click on 

SUBMIT. 

 

 

 

The alternate supervisor can now see the list of employees to select for their review following the 

process as shown previously. The alternate supervisor can now review / approve the employees’ 

timesheets on behalf of the primary supervisor using the same process outlined above. 

 


